Section 7 – Teacher Selection and Training
[bookmark: _GoBack] The LEOA/Program has established a system of ongoing professional development and monitoring for teachers in an online environment.  e2020 policy requires all professional certified teaching staff enhance their knowledge, skills, and other competencies through continued and ongoing professional development on an annual basis. Policy Requirements:
· All certified teaching staff must attend/complete all mandatory training sessions each year as published in the annual training calendar/guide. 
· Certified teaching staff must meet CU/PL credit requirements in order to maintain subject area certifications. 
· Certified teaching staff must register/participate in a minimum of 3 additional training sessions from the optional training course selections.  Courses taken toward advanced degrees, endorsements, or certifications may be submitted for review toward credit of optional training requirements with manager’s approval.
· Employees are responsible for registering attendance or submitting proof of attendance to Human Resources for completed training sessions. 
· All questions regarding individual training requirements should be directed to your manager and then the training coordinator. 

Approval: Prior written approval for attendance to training(s) must be provided by the management team member to which the employee reports.  For training(s) with an associated cost to be paid by the Company prior approval should also be obtained from the appropriate manager. 
Attendance: Upon completion of any training, each employee is responsible for tracking the related hours in the training tracking system.  Currently documentation of attendance is submitted to the Human Resources Department.   The employee is responsible for signing any attendance/sign-in forms for internal training sessions.  For external sessions, the employee must provide the signed document(s) from the external organization documenting attendance at the session(s).   
Mandatory Training

New Hire Orientation: Orientation, School Mission, Policies and Procedures Department(s) Overview
Systems Training: Standard Tools, Computer, Phone System, Outlook, Microsoft Office, CRM, Conference Tool
Product Training: Product Overview, General Overview of Program/Functionality, Web Administrator, Program Settings/Permissions, Adding/Deleting Students, Student Records, Reports, Communication Tools, Program Security, Virtual Classroom, Student Functionality, Student Resources, Subject Specific Overview, ELA Middle School, ELA High School, Math Middle School, Math High School, Science Middle School, Science Secondary, Social Sciences Middle School, Social Sciences Secondary, Electives (as appropriate), Virtual Tutor, Program functionality, Features, eCommunity
Program Overview: Review all Program Training Videos- Independent Study (on assigned schedule) 
Optional Internal Training Sessions General: Managing Your Online Classroom; Communication Strategies Using Email; Strategies for Effective Threaded Discussions; Differentiated Instruction and Online Learning – Strategies for Response to Intervention; Bloom’s Taxonomy – Applying Higher Order Thinking Skills to Questioning Strategies; Supporting ELL students in an Online Environment; Using a Whiteboard/PPT in an Online Environment; External Resources – How to Determine Appropriate Use and  Understand Copyright; Analyzing Data – What Does it tell you? ; Writing Across the Curriculum – How to Use Writing to Develop Higher Order Skills
External Professional Development Resources: College Level Course for credit or audit (online or traditional); Professional Associations; Conferences; Regional Meetings; Webinar’s 

Teachers are reviewed for success based on the success of assigned students.  The Virtual Classroom/Web Administrator monitors all student performance and progress as well as all communications, interactions, and activities performed online on behalf of the student.  Through monitoring these activities, in conjunction with student progress, ongoing performance reviews will be conducted for the teacher.  Professional development will then be provided to support teacher improvement and understanding and thereby increase student completion rates and success.  
 Teachers are required to exhibit competency in the use of the LMS so that the technology itself does not interfere with the instructional process and create barriers to student academic success. LEOA faculty will be trained by the e2020 professional development team.  Training and Professional development includes a blended offering of (1) Web meetings, (2) on-site training, (3) on-site follow-up sessions, (4) unlimited access to product support, and (5) access to eCommunity, an online resource for teachers and administrators containing videos, manuals and other support materials. Training is designed for all personnel associated with student success from administrators, counselors to teachers and other support personnel.  District/campus administrators are trained on the appropriate reporting features of the program to track program success. Guidance counselors are trained on available courses, reports to include individual student reports, and other progress tracking tools.  Teachers are trained on program features, curriculum content, and integration/alignment with district curriculum.  This 360 degree model of training ensures that all personnel associated with student success have appropriate information and access to monitor student progress. 
Virtual Classroom and Web Administrator System Training: During initial system training, teachers and administrators are able to experiment with the Web Administrator and Virtual Classroom to become completely familiar with their operation.  e2020 staff provides training in the following areas: general overview of Web Administrator; overview of the Virtual Classroom-student version and teacher version; general guidelines for technical interaction between Virtual Classroom and Web Administrator; guidelines on Virtual Classroom management; best practices for running and administering the virtual lab environment 
Teacher Resources: Teachers can access eCommunity, an online resource for teachers and administrators, which includes printable teacher guide and/or mini-manuals with an accompanying video for additional training information. Best practice and intervention strategies are also available to further assist teachers in identifying and assisting students needing additional assistance. Teacher guides are segmented by topic and include manuals on the following topics: Virtual Classroom; eWriting; Web Administrator; Parent Information; Technology Documentation and Troubleshooting; eReader; Release Briefings; Teacher Training Resources and Best Practices; Course Descriptions; Scope and Sequence Documentation; Curriculum Briefings.  Included in the categories listed above is documentation which consists of quick start guides, student guides, overview for teachers, procedures guides,  parent resources (welcome letter, understanding your child’s progress report, newsletter template, best practices strategies, and sample student contracts.  Mini-manuals and videos are provided in the Training on Demand section of eCommunity.  The e2020 Professional Development staff will work with LEAD’s administrators to identify needs and establish measureable professional development goals. 
Highly Qualified Teachers  
Individuals selected to perform the duties of online teachers and program managers must meet specific requirements including: meet Arizona highly qualified requirements for grade levels and subjects taught; minimum of 3 to 5 years classroom experience; minimum one year online teaching experience; good writing and oral communication skills; prior computer / educational technology experience; and preferred experience working with e2020’s online courses. Instructors will receive extensive mentoring, monitoring, and motivational support. 
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